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ABSTRACT
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December 19, 1975 - E

Dr. Arnold Payne S ‘ ' e i

1. Gonzales "ISD fr o -~ - ¥
* | P. 0. Box 157 IR , L , S
A ' GOnzales, Texas 78629 o R i
t Co ' . _// / ‘ -
. Dear Dr. Payne: =~ . ) - : T
' v ) , o o ,
In reviewing the invoices we have bllled you, I find the ' //
following: o : R R T .

g
¢ . During the past 12 mopths, December 1978 ../
through December 1975, Gonzales has been

e bllled $146.30 for flxed asset - proce531ng. X .: ‘
. Keypunch charges equaled $32. 00 during thls /o
period. » N

/ v ax . /

As we-suspected, the system is quite economical to maintain.
I did not go back to 1973 to see the cost of creabing the
file - the records are in storage at the warehouse é
‘memory tells me the creating keypunching cost was'around - :
el $400 and creaﬂlon processing around $100. = - . , ' <«

"I hope these figures serve your purposes. Please call me if
‘ more datas is needed. ' .

2 . . ’

.Sincerely, o

im-dghnson ‘

Dirgdtor, Fiscal Affairs . . ' g
and Data Processing ‘ -

JJ:gf. . ’ C

* QOur computer print-out requirements for the 1975 year were above normal.

. . “an
* . ':1\
. b

6504QTRACOR LAN'E AUSTIN, TéXAS 78721 TELEPHONE: 5§12 926-8080
BN ) : [ :
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.. ~ Foreword ! *
(‘ .‘. ¢ . '! ‘
' . \ “
The following ﬁérections and forms are taken from,the results of. eeveralaﬂmuhvadeﬁA“
i,

' months ‘work In a caoperative venture by the Gonzales Independent -School District,

s .‘,‘o

and the Education SerV&ce Center, Region XI1IL, Texas to develop a fixed asset-. .

- system.

-

The expertise Qf Region XIII staff in fixed asset accounting and

V.ﬁ‘ '“

computer usage integrated itself with: the practicality found in a school A

operation as the efforts of_personnel from the two staffs were coordinated to

achieve the followidg major goals:
l. To provide the Education Service Center, Region XIII, personnel with
practical experience in developing a generalized cqmputer based system.

2. To pr0v1de the Gonzales Independent School District with an adequate

computer based fixed asset system,- and that which could be used by other school,

systems, ) o B ‘ /
3. To provide educational rescarch'with a computerized inventory model

which offers support “for future educational program design costs and contributes

to budget- preparation by a school system. ‘ )

. Dr\ Arnold. Payne ’
o Coortipnator of Region/District Endeavor

' -

Region and School Officials

Mr. Fred A.

Havel, Jr., Superintendent, Gonzales Independent School District Texas _
Ba
‘Mr. Jim Johnson, Director for szcul Affairs and Data Pchessing, Region XIII Texas _g;%j§
é&&&l
Mr. Steve Collcy, Project Leader, Region XII1, Texas ’ ~\

School Staff, Gonzalgas [ndopuhdvnt School District, Texas

Reference

«

(R-1) Financial Accountingzﬁanual, Bulletin 679, T.E.Alzylexas

, Texas

(R-2) Fixed Asset Manual, Gonzales Independent School District

»
ii




-

/ ‘ I ’ . 4
* Inventory o .

LA :

o . . '

l ﬂ - - o 7 ; .
PR . - A~ ‘Variable ‘Accommodation System )
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Y

For the cohvenience of individuais, departments, and/or records kept on
particular items in the’ school system, an inventory for materials and supplies

can be easily included and yet kept apart from the fixed asset inventory This

“is done by simply assigning a fund code number which is not found with the

fixed asgset system inventory. A;I other data found 1n the fixed asset system

aredpplicable to thc variablg/eccommodation system 1nventory.

o
-

However, whereas fixed assets are made accountable to the current inventory

records, the variable/dtcommodations are only accountable to. administrative

a -

regulations. For eXample the administration of a school system may degsire -

to maintain a stgck of paper- on or above a minimum level throughout. the school

/ . . 1
,year. The sepéol system through a Variable Accommodation System has the initial

4

cost in putghase of paper and through periodic_checks wlll be able to anticipate

both needd and expenditures. Furthermore, the areas where the greatest demand
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“Inventory

/

. ' A. The Fixed Agset Systam
, N

& -

What is a Fixed Asset? ; ~ ]
: — S
fTheory S -: .
A tanglﬁie fixed asset can-generally be- deflng§_§§qg§4} 
1! ‘>.\ item of material valuerhlch will prOV1de benefits for 4
s ‘petlod of time grcater.than one accountlng period. Fixed

assets include land, buildings, equipment, tools, furniture
and construction-in-process. The accounting period for the
4 .

Gonzales system is one year.

Texas Education Agency ) .

The Texas Education Agency has defined a fixed asset
or capital outlay items as follows:
- Equipment éosting $100 or more pey unit and having
a useful life expectancy of more than two years is
considered to bg capital outlay and costs will be } -
entered and confrolled in the General Fixed Asset
group of accounts. (TEA-BUL-679, 1971, REQ-103) .
It should be noted that the. requirements of Bulletln 679 are
minimum; a school dlstrlgt may, if it wishes, apply a
stricter definition of a fixed asset.,
Gonzales ‘
The Gonzales Indepéndent chool District has made a .
statement of policy which defines those items to be included
in its original fixed asset inventory. Tts policy-is both
theoretically sound and complies with the sfandards set

N N
forth by TEA. The criteria as to what is to be included

"in the Gonzales fixed asset system are:

T

. ‘ ~ - 6 : (R-2)
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(1) All items with a unit cos't of $10 or greater and a

useful life of more than 2 years, and all 1tems which

s T
., appear in the catalog system.

- (2) Books ;."":1‘151;,&,,‘!%PE}!EE}9!1%%_[’“41%911%3:5 which are not cata-
~  logued and cOntrolled.by a céntral place (such as a
library or media center) are not to be included.
(3) Where a need was felg»t@ affix increased accountabilit§

to certain items, those items would be included in

b

i the systcm.

-

Now that the file has been. built for the fixed asset systém,

ony§’7;sse items purchased from the 6600 accounts. w111 be

added to the flxed asset f11e as the on-going portion of

the system.

Elements of a Good Fixed Asset System

LS

'A_good fixed asset System should provide up-to-date accounting

information concerning the fixed asset and provide a means of
identifying and assigpingﬁkesponsibility‘for the custody of the fixed
asset.
Among the benefits of a good‘fixed asset system are:
Ay (1) An adequatg-set of records which summarize the financial
transactiohé in an orderly fashion
(2) An ability to quickly respond to inquiries by several
outside partie§ such as governmental agencies and
concérnéd.taxpayers | .

(3) 4Aid in compiling the school budget

(4) Aid in the estimation of insurance needs . ¥

...3... . : (R-.z) ' A




being kept track of and an easier method of *taking and reconciling

11,

Additionally, a computerized fixed asset system will provide

increased confidence on the pars of taxpayers that their taxes are

the annual inventory of fixed assets within the school system,

~

_Another important element of the fixed asset systém is the - - .=

provision for physical control of the items. Because fixed assets
are of the nature that.they "have a higher value, it is especially

important that the physical and internal controls over these items

“be more rigorous than that over items which are considered supplies.

There arc two types of control over fixed assets which are generally

accepted and are becing used in the Gonzales system:

Group Control -- .

- e
Within the general theeotry of internal control there

is the provision that ftems which exist in numbers greater
than one (1) witbin a given inventory area (e.g. room in

a school) and exhibit the property that they are more or
less indistinguishable from one another should be placed
under group control.

The Gonzales criterion for group control is that it
applies to items not described under unit control, which do
not have a serial number and include, but are not limited
to, desks, tables, chairs, filing cabinets, etc. Where
more than one o(\these items is in a room or arca, their

- group deqcrlpﬁloﬁfls to be used and the- total quantity of
the like 1tems ks to be used. To be combined as a group
/
entry, the items must nQt have a serial number and must

be similar in appearance, type of construction, and di-

: { . . . . .
mension. Single units o£ items not having a serial

(R-2)
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number will still be considered under group.control and

wil},shoq-a quantity of one (bxample - one teacher desk in,

'

a given classroom). ' qi

Unlt'Confrbl o T !

"

Unit control generally applies ta those items which,

"7 7 "becalse of value, nced additional safekceping mcasures anc

should be accounted'for on individual basis rather than a

group basis. - \\

/ . ' The Gonzales‘system provides that all quipment items -

' which have a serial number will be eﬁtered indi?idually on
data sheefs undqf unit control. Such items will always
show a quaﬁtity of one and will include, but are not limited
to, machinery, vehicles, audib-visual equipment, office
machines, etc. Thesc are items, because of their nature,
that the district wishes to account for individually. ,These:
items will have district igentifying property tags attachcd'
to them: - . : . °

The property tags to be used under unit control are
metal and are to be physically attached to the piece of
equipment. The tags are cdntrollcd.and assigned by each
inventory area when thc new acquisition is received. If
there is a question as to whether group or unit control (and
the use¢ of a tag) is to be used, the Central Office should/ye'
contacted. |
The tags are to bc attached according to the direétions

provided with the tag kit. The positioning of the tag should
bé administration poliéy and should be in such'a position

that they do not inhibit the proper operation of the item,

and arec not subjccted to cxcessive wear or weather.

4

9 {

-5= ‘ ; (R-2)
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Because of the éxpensc of thé metal prOpcrty tags
blocks of numbers have been ass1gned to each .campus on a ',;, YA

pro rata basis according to the number of unit control I
4 co-

——xx

““Ttems ooserved“aur1ng the 1n1t1aI'1nventofy‘ The'1ndividual‘”'

1nventory areas are to use the tags a551gned to them w1th

- Their assoc1ated item numbers, anJ sﬁ“hld contaﬁt the Central

“

' Office when new tags are needed When ‘a newlgroup of tags -
s nceded the Central Office W111 purchase ‘them.and allocate

the . new tags by blocks to each 1nvcntory area. -The blocks
g
of tag numbers and their associated tag numbers to be used
A

» at Gonzales for the first 2000 tags are:

3

Invehtory Area | Tag Block
North Avenue 1; 269

\  East Avenue . .. 270- 520 S
High Sthoo; ) | 521~1z7s;
Junior High 1276-1494
Warm Springs ’ , 1495f1516
Elks liospital N © 1517-1531 Do
Superintendent's Office 1532-1592 o
Tax Office ‘ . 1593-1598 -
Custodial Services )
Maintenance Services . 1599-1648
Transportation ' | . ‘1649-1719 |
Vocational School ' 1720-19%3
High School Cafe '1904-1933 N
Junior High Cafe 1934-1944 o
North Avenue Cafe g 1945-1974
Fast Avenue Cafe 1975 2000

The next group of tags to be purchased, assuming that 2000

arc necded, would bc serially numbered from 2001 to 4000.
.1 O (R-Z)
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B. ReSponsibilities

- i .
; -~ 1. " "Campus Respon51b111t1es o ‘ ,l
o ' ‘a..  Initial receipt of items .. N ' o
b. Labeling of items ' -
c. Submission of complete receipt 1nformat10n
= - " — 7 to Business Office LT
* : d. Inltlate transfer/dlsposai/loss reportlng
. el Malntenance of adequate internal control -
- T e ' over-ass¥ty © T - T
b f. Proper and timely completion of necessary :
\ : reporting documents and submissdion® to .
‘ , - Central Office
' g. Taking perlodlc 1nveﬂtory of capital outlay
,1tems .
: . R
2. ' Central Administration Responsibilities
‘a. » Continued emphasis on the:importance of
. maintaining an accuraté system -
. b. Review and attion on inventory report
findings, transfer and disposal requests,
. - and burglary/vandalism/loss reports /)
' c. Supervision of the taking of a physical ~
' inventory at least annually //
d. Coordination of the activities of the
. . campuses and the Business Office to
ensure cperation of a smooth on- g01ng
0 system :
e. Overall respon51bﬁllty for accuracy and
“ completeness of the dgystem
. 3, 'Business Office Responsibilities N
a. Responsible for all input to the computer
. b. Assure timely and correct addition(s) to
the file of all new acquisitions .
' ' c. Preparc all nccessary corrections to the .
- system
N d. Accomplish in a timely fashion any changes )
" that are authorized by central ‘administra-
. tion , ,
: . e, Rgsponsible for producing the necded and
requestcd computer rcports
4. Education Service Center Responsibilities

To aid the school system i+ the 1mplementat10n
of the fixed asset accounting system
To keypunch from the submitted maintcnance form,
the information necded to update the fixed assct
file -
Eo actually update the flxcd Assct computer
ile
To supply to the bChOOl dlbtflCL computer
print-outs which are neccssary for the proper
and t1mcly implementation of the fixed assewkkystcm.

. '7'_11 ) . ®-2)



c. Catalog Index *

01XXX Furniturc and Gen- Eqdip.
02XXX O0ffice Equipment

03XXX Audio-Visual Lqulpment. v

06XXX Scignce Lab Equipmont

0SXXX Home Econ. Training

07XXX General Instruction Equ{p.

@

¥

04XXX_. Voc.-Tech. & Indus. Artx . °

.

’08XXX

12XXX
A IXXX -
14XXX .

7 15XXX

“ZOXXX

Custodial Equ1pment

ngx%m‘GafeteTTa'FqU1pment

Transportation Lquxpment
“Athictic Equipment o
Musical Equipment ~
Mdintenance and ‘Warechouse
Land and Bulldlngs

catalop system

* Each school should without’ difflculty beggblc tq determine its own catalog
index.

) o ~
¢
Another item of a hggd (ixu&/unsc} svstem is a catalog system
/ ¥4 .
which will identify the different articles 4n the
. : AN .,
[}

furniture or cquipment whirh Jit represents.

svstem by the

typé of The catalog

system must be both specific enough to clsanly distinguish diffcrent

classes of Cixed dssdts and reneral cpouph so that the catalop
. 7 l [ QR

-system 1s not clftered with different classes of items.

The catalog system uscd by‘uon:uﬁv%:ii quite cxtensive and -
a%cquntcly Tovers almost any fixed KQSCt. In tﬁb (ormulstion of
the Uon:y(g;\cntnlnu systoean, "in all cases, the items are ) bféd‘
alphabetically wi{pin vuud‘g&hérnl clu;5 scction 1n ordek to
facilitate .the scearch for-a ]1;1-'rr.ic_‘ul.'|r cataloy item.  Also, ‘
in most cascs, the llvm% are oinonpumerical sequenceo.

t .
A . .

PR it appear« that there I o fixed asset on the inventory

- P . | ‘
which 18 not adequately dencribed by ghe cxﬁAting system, tLhe

can be updicted. Thid can be cavily done by placing

“

the 1tem in the proper alphabetical povition in the catalog and .
- Ll
then . gning to that dtem a,datalog number which was not .
. ' . o3
previously in oue, -
) .
(R-2)
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o (éxample):\

p. Furniture and General Bquipment .

,Chairs R .
011072 Bea% Bag _
01105 ExeCutive, swivel
" 01110 Fibergkas ’
01115 Folding
01120 Patio 4 @ a
01122 _Plastjc»"ég‘ L
. 01125 Secretary, swivel .

* 01127 Side Chair ‘ C
‘01130° Student, 1% in. thru 18 in.
01133. Teacher's
01135 Wooden, with arms
01140 Wooden', without arms
01145 Lounge ‘
01150 " With Casters

- Stools =, . T )
P .
. 01205, Fiberglas
01210 " Wood {.
01215 Metal - -
01220 Step’
Sofas
01302 Couch .
01305 Sectional : B
01310 Sofa, 2 place 1 W
01315 Sofa, 3 place "
Tables
01403 Art b
Bakers (See Cafe.)
01405 Cafeteria
.01407 Conference . )

01409 Coffee = | .
01412 Dining § chairs
01415 Drafting - &
01418 End LR o
01421 Lab B Y
01424 Library )
01427 Picnic
01428 Projection

. 01429 Reading
01430 .Rolling

.01433 Sewing machine
‘ 01436 Shop L
01443 Typin
01447 - Woodef &
- 01448 Work
13
] S I

[ .'1
L

oy

, ¥ Gk
\ : e
, N o
Desks ’
01452 AdJustable o
01455 -Art s ST ]
01457 CheCk -out 2 . '_'." o i
01462 . Executive .. o '
‘01463 - Fjle Desk ! ‘ -
~01465 Secretary . . '
. 01471 Student, 21 in. .-29 in. ]
01472, Student, doublé ' ,
. 01474 Tablet Atm (Chair-Desk) !
© . 01476 Teacher's f L
01477 Typing ‘. ,
- 01479 Wooden . | o
' Cabinets,,Files,.shelves, 1
Casés, Racks’ Stands
01503“ Bookcase metal . y
© 01506 Bookcase Wood = - B
01509 Cabinet, Apparatus e
0i511 Cabnnet Display . _ f
01512 Cabingt, Filing, Letter R
01513. Cabinet; Filing, Legal o
01514 - Cabinet, Music . , C
01515 Cabinet, Storage o,
01516 - Card Ind6x File : o
01517 Credenza X :
01518 - Rack, Book .
01521 Rack, Bicycle
*01522 Rack, Coat
/01524 Rack, Magazine :
. 01525 Rack, Record _ '
01527 Rack, Weight {
01530 Shelving, Movable
01535 -Stand, Atlas , .
:01537. Stand, Conductors ' -
01538 Stand, Chart
01540 Stand, Dictionary L
01544 Stand, Newspaper -
01545 'Stand, ~photocopy,
01548 Stand,” Spcakers
01550 Stand, Television
01551 Stand,'Work o -
Trucks 'and Carts >
" 01553 Book Truck
01554, ‘Hand Truck
01556 "Cart
01560 Dolly ‘
’ Welding cylinder (See Voc.)
(R-2)
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| | o | B REPORT FORMS ~ SN
e ) S X v
4 c ‘A-l." Inventory Report Form
.;';' T X “ . - ' L e L . B ) i
" CAMPUS/ORGANIZATION o
.« [AFTER THE ANNUAL INVENTORY, THE ] .
T : ‘ : -+ | DIRECTOR WILL RECONCILE ADDITIONS o oot - -
v e ! AND DELETIONS AND COMPLETE BOTH . ‘ ‘ . ,
COPIES OF THE FORM-TO -SHOW. THE RE- | ‘

SULT OF THE RECONCILIATION WITHIN,
HIS OR HER CAMPUS

. N ’ ) ‘ K ‘
> ’ ! . Lt
, a . ) . . . .. ‘ . . . : - . i
- R . . - | . . o
: N - ’ l M . . ’
.

_ CENTRAL OFFICE. - S e / 

1. RECONCILE INVENTORY .
<. REPORTS FROM ALL
, o ‘ CAMPUSES.. . | - _
e : | 2. ARE THERE ANY 'DELE- ° oo
K : : TIONS INDICATED - : : o >
NECESSARY? . - n
- YES o« | . _NO E C
. l v ) k o L ! J/ . ‘ ’ .
S oo ‘ . - 5
CENTRAL OFFICE ot ‘ - CENTRAL OFFICE. -
WERE THE ITEMS 3 T TF NECESSARY; INDICATE TO THE
PURCHASED WITH - ' : '| CONCERNED CAMPUSES THE LOGATION
FEDERAL ‘FUNDS?" ~| OF THEIR ITEMS AND INSTRUCTIONS
T" AS TO WHETHER THEY SHOULD BE
- 7 o RETURNED»OR PERMANENTLY TRANS-
. . ‘ FERRED.
NO" _
YES . . . | . - CAMPUS/ORGANIZATION
- S : . S ' [RETATIN COPY #¥Z ON FILE,
v L e TNy o ONCE. THE CHANGES HAVE
CENTRAL OFFICE ~ CENTRAL OFFICE * | BEEN MADE BY THE CEN-
_[OBTATN PERMISSION * [1. COMPLETE THE| COPY | TRAL OFFICE AND THE
FROM THE APPROP- | -« [.....INVENTORY - | #2 ] NEXT COMPUTER PRINT- :
* | RIATE GOVERNMENT PER- | FORM GIVING OUT 'REFLECTS THEM,
‘ AGENCY TO DELETE | MISSION- PERMISSION DISCARD .GOPY #2 FROM
" | THE ITEM FROM RECEIVED TO REMOVE THE FILE:
INVENTORY . _ ~71 2. SEND COPY -
; #2 TO THE
) 1 ORIGINATING
CAMPUSES
S .| 3. ‘RETAIN ~ :
- "ORIGINAL . ‘ o
- s | - 3 , - :

CENTRAL OTTICE
COMPLFTE THE FIXED ASSET MAINTENANCE
FORM TO REFLECT THE CHANGES TO BE
'MADE IN THE JFIXED ASSET INVENTORY.
WHEN: ACTUALfY SHOWN ON THE COMPUTER

PRINT-OUT, DISCARD COPY #1

T S -10- 7 ) _ (R-2)
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A~2. GONZALES INDEPENDENT SCHOOL DISTRICT
;- o 7 FIXED ASSET INVENTORY SYSTEM

" INVENTORY REPORT FORM

IN§TkUCTIONS: Identify the arcas for which you are résponsiblc, complete the certification block and list any dssets not located

-~ A e o cws wir e e e e

whien the invéntory was taken. Turn this report in to the Superintendent by the prescribed ﬁm'/n’i.

T number).

. Inventory areas for_w.hich you are responsible . éa. sr /4\(_‘( e e
" Date of computer inventory listing . 5//6/771 L '

. Certification of Inventory: : . ' T _ f-

PR —— em e aee e a P Vo

\

Cr0s) _f m____.

- e e s e m———— L,
- dop

. i

| certify that a complete inventory of the inventory arcas for which | am responsible has beerf taker gnd that all items on
the listings were physically observed except those items listed below. For the items listed below, | ¢drtify that™s complete
search of the premises has been made and that staff members have been questioned concerning the whereabouts of the
item(s} and; that the items cannot. be found and are presumed losf. . . A : ' .

© MISSING ITEMS [IF NONE, ENTER NONEJ - ' g |
) K ’ LOCATION’ ASSET
e AREA '/ VALUE

0000000335 __+& o_verﬁcgc_/ ﬁ/y ecToL 77.?3.2;3;5/2;,._,,_.”.{%{’9?;/?__ _/t%00

I
. . )
TAG FEDERAL : v
. NUMBER = FUNDS (V) ' ! . CASSET DESCRIPTION .

: . . - - - - P T U s o im.-}}j
- -~ e

- . >,

. .

v
- fere m e o e et mimers dm—— . o [P RN -

r
e

PO, o it e e ttmt 4 ¢t e ot g s oo

R ! . : o

-t - . - S - P S

CIRCUMSTANCES OF LOSS: Givo all known facts ct.:mcen;ning each loss such as who discovered the loss, when the item
was last seen, what steps have been taken to locate the item, and what safequards were in effect (referenco the “tag

o et e . P L Evrpo—

T

4055 discovared by ( _Why le_,..l."dlx.’m’_;ammzef:aﬁ/_z
No_Rvidenct o f ThEFr , Thav oupf _Saareh. mAade - rog [
N bty 0060000 33K __Cow's: desred o3 r.,.re Z.,u es. nﬁWm S 408

ro_Jtm ove reom . racve s g I '

-

Signed by - : __Date
The following items are not assigned to my inventory area but were found in my area at, the time the inventory was taken:’

TAG N . )
NUMBER ) ASSET DESCRIPTION |

LNENS N, _ LG i /‘.’ko/'.e cr.bﬁ_j- S.&.m;.[__ﬁ_féQZ;K 3 .

»

[}

— . —a——— et s & ok e e e b [

fongle”

Report completed by i T ! i Date ;—/7-7)/

- aaa

REMOVAL FROM INVENTORY AUTHORIZATION ' ’ '|USINESS OFFICE USE
Au!hoénxe_fjgn_qivon by i;formatidn : - _ Loss ontries made by
. Dr'. Arnold Payne g [;ain ' -
' : P.0., Box '157.

Gonzales, fexas 78629, -11. |5 .

R




g ., III. . S
- - . ) /,' ) . . N

BﬁlﬁQuipment'Checkout Card - y

' R - CAMPUS/ORGANIZATI1ON
' U ' COMPLETE BOTH COPIES (WHITE
' : AND BLUE) OF THE CHECKOUT
CARD AND HAVE THE REQUESTOR
SIGN THEM ’

-

oo WHITE COPY JL BLUE COPY

CAMPUS/ORGANIZATION _ EQUIPMENT

o ~  RETAIN = -~ . | - [FATTACH THE BLUE COPY
‘ " ON . , PHYSICALLY TO THE
FILE . ITEM -
4 » ’

. +'EQUIPMENT IS RETURNED

B

CAMPUS/ORGANIZATION } '
1. PULL THE WHITE.COPY -
N AND COMPARE WITH
> _ . BLUE COPY ON THE
o ’ RETURNED - ITEM~
| 2. COMPLETE THE WHITE
AND BLUE COPIES

-

WHITE COPY |  BLUE COPY

PERSON WHO CHECKED

' CAMPUS/ORGANIZATION OUT EQUIPMENT
RETAIN WHITE COPY ON . BLUE COPY SERVES AS A
FILE s RECEIPT
o ’
16 ' . . |
o -12- o v : (R-2)




i
—_— .

III. -

B-2. EQUIPMENT CHECKOUT CARD ‘
NAME OF AREA/CAMPUS [oQ s I /4 z_eﬂu_c,f/.us_.:é'_qéa a../ ‘

BEFORE ANY EQUIPMENT MAY LEAVE THE AREA THIS C’ARD MUST BE COMPLETED WITH
APPROPRIATE SIGNATURES

EQUIPMENT DESCRIPTION_g %, ecx a_t/._Qv.czﬁ.Qa.d__m ZKZK_
EQUIPMENT TAG NUMBER_._ _____,_534‘:___
DATE OF CHECKOUT S =/ & = 7 ¥ DATE TO BE RETURNED,__Q?:___.Z_Q__Z_&_.

LOCATION OF EQUIPMENT DURING CHECKOUT_ &'_o(lzc\,/;j_gz_[%_é-/_ﬁm#_

!
SIGNATURE OF PERSON REQUESTING EQUIPMENT

. S
SIGNATURE OF PERSON APPROVING REQUEST.._ . _ R
CONDITION OF EQUIPMENT Ja T¢3 Yacro. V)r t
DATE EQUWMENT IS RETURNED, _ oJ -/ %~ Z_y__.__.___ e e e
SIGNATURE OF PERSON CHECKING IN EQU)PMENT (

CONDITION OF EQUIPMENT_____ S@&.T25.. fa—C_r@}"V .

Gonzales lndependent School D/stnct
) 1 . Information
_ . ) G Dr. Arnold Payne
o . . .- P.0. Box 157 °
- - v . Gonzales, Texas 78629

G®

i d

o (R-2)
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160 SN o '

c-1, Requebt for Permanent Transfer or Dlsposal
iy L - of Fixed Assets

A o . ///-. . REQUESTING
_ e CAMPUS/ORGANIZATION
COMPLETE SLECTION A OR B AND SEND .
| ALL 3 COPIES TO THE CENTRAL
C , _ QFFICE -

v | ' )
PERMANENT "~ DISPOSAL
/

// CENTRAL OFFICE CENTRAL OFFICE. . + CENTRAL OFFICE *
COMPLETE A FIXED "UPON APPROVAL RE- WAS THE ITEM PURCHASED WITH
ASSET MAINTENANCE |. TAIN COPY #1 AND | FEDERAL FUNDS? =~
‘FORM TQ REFLECT - | REROUTE THE OTHER | . : 1
THE CHANGE. ONCE .2 COPIES L . "

THE CHANGE 1S - - & . YES NO
SHOWN ON THE NEXT . - SR v
COMPWTER PRINT- ' Lo . k
OUT, COPY #1 CAN a
BE 'DISCARDED. S : T
) - -~ i CENTRAL OFFICE o
"OBTAIN PERMISSION FROM
N e THE APPROPRIATE GOV'T
CCP7 =2 : COPY ¥3 "AGENCY TO DELETE THE
- ' - . "ITEM FROM THE IN-
P . , SN ; VENTORY _ v
"TO" INVENTORY "EROM" INVENTORY Y ' ok
AREA \ AREA b - '
ARRANGE WITIT. _ n ARRANGE WITH "TO" o]
"FROM" AREA TO | ITEM AREA TO PHY- ] )
PHYSICALLY TRANS- | - SICALLY . PERMISSION -
TRANSFER THE ¢FER__,|  TRANSFER THE B ~_OBTAINED
ITEM _ ITEM ° '
. CENTRAL OFFICE ‘ ' 'CENTRAL OFFICE
[ COMPLETE THE FIXED ASSET PON APPROVAL RETATN . Jax
“ MAINTENANCE FORM TO REFLECT P .. | Ccory #1 AND DISCARD
THE DISPOSAL., COPY #1 MAY v COPY #3.
BE DISCARDED ONCE THE CHANGE - ; :
o . | IS ACTUALLY SHOWN IN THE - copy
NEXT COMPUTER PRINT-OUT ¥ - ' h2
_REQUESTING: CAMPUS/ORGANIZATION
DISPOSE OF THE ITEM ACCORDING
*TO THE INSTRUCTIONS INDICATED : |
ON_COPY 12 _ - ‘
-14- ) ' % (r-2)

1
Ve

$-

Lm e ahed ey ki ek eyl ¢
b
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' C-2. GONZALES INDEPENDENT SCHOOL DISTRICT
FIXED ASSET INVENTORY “SYSTEM

v

X REQUESIT FOR PERMANENT TRANSFER OR DISPOSAL OF FIX_ED ASSETS
- {7 Permanent Transfax \(“Us_eFScciion A Only) -
- M Disposal {Use Scetion B Only) ! i ‘ : .. - ',.; ’ .
Daté ~/4A\7‘I-l$l'- RO . |97,f£ S . o . .
T Teouiement [T T T 'EdumkéNf'bEémmbﬁ’ ' , T I TOTAL ,
L ru:_t'};ji_‘en_,_‘ ' : SERIAL SNomaer- X ouANTITY CA;/I%I}EG ,
¢éd¢¢¢d33£ _Iarc;;. 'C.(.TOL’... ] QVW/I ¢/9_J.__- 77".?3:‘!.3 R. A /ﬂgﬁ?_é -
' |
i |
—— . v e e et e = m e - ‘
SECTION A T ;
| PERMANENT’ TRANSFER 1t is roquested that the oquipmont listed obovc bo transferred 5 ‘
/ . FROM | : ~ o TO ‘
AREA . .. . . / ) AREA e -
ROOM .o o o e ol e ROOM . oot - St e ‘
REMARKS o A L L. XW I
“TO" AREA SIGNATURE . .. . . S ' §
“EROM" AREA SIGNATURE’ . e e e —
CENTRAL OFFICE APPROVAL . .. . APPRQYAUDATE.. __.._ ...
T e o o e - }
SECTION B |
" DISPOSAL: 1t js rqéguosh:d that the oquipment listed above be dcsposcd of from thofavfr AV‘A’M&'-(’#/) inventory. )
IMPORTANT: Wore any-of the ifems listed above bought vmh Fedoral fundss '[7) Yos {0 Neo (0 Unknown
DISPOSAL REASON <5 cf/?/”//"b : | . e e ) ‘
e q.. Saie deg_m. Scrapped Used lor Parts) \ ‘
I. To be sold to . - S Malueto be rocoived oo |
2. To bo traded-in on ) . . . . . Valuetobo rccoivod_;;__; )
Suggcxfod:Vcndor . . v i £ 2n ¢ e, rtm e ——
3. Scrap disposition suggestion . 7o & f?”(d W/V /9‘4//4‘/» . e e —
" Esfimated scrap value -0 -
4. Othor Reasons ___ . — ‘ -
REMARKS 744 /T ¢en was. T 07‘.4/4; dameged. _dyriny_ sove. ;
| Chrtral Office Information
o Requosting , Approval Signature... Dr« Armold Payne :
EKcS:gn.ﬂurc . _ . Approval D- ______g .0. fox 157 !
: ~ 19 - (2> onzales, Texas 78629

'
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. ) SR - III.

D-1. M—i-scellaneéus Cha;nge Form

1

CAMPUS/ORGANIZATION

COMPLETE BOTH COPIES OF THE
. .| - FORM TO SHOW THE CHANGES
T . THAT ARE DESIRED. SEND BQTH

- ‘COPIES TO THE CENTRAL OFFICE
' —

CENTRAL OFFICE
UPON APPROVAL RE- !
TAIN THE ORIGINAL
AND SEND COPY #2
TO THE ORIGINATING
CAMPUS

COPY #2 ' C

OPY 1

CENTRAL OFFICE

CAMPUS/ORGANTZATION e
RETATN COPY ¥#2 ON ,,,,,ff//”’wwﬂ
- FILE UNTIL THE |- -
: CHANGE IS SHOWN ON | e
: THE NEXT ‘COMPUTER e
- PRINT-OUT -

COMPLETE A FIXED

ASSET MAINTENANCE ‘
| FORM TO REFLECT THE
.DESIRED CHANGES. S

RETAIN COPY #1

UNTIL THE CHANGES
ARE SHOWN IN_&HE
NEXT COMPUTER" -

PRINT-QUT °?

4

-




g

III.

D~2.GONZALES INDEPENDENT SCHOOL DISTRICT - .
" FIXED ASSET INVENTORY SYSTEM | '

MISCELLANEOUS CHANGE FORM .

; -

PURPOSE: Tho Miscallancous Change Fdrm is to bo used to roport the following changes in the condition of fixed assois: (t}A ..
change In catalog number, (2} A chango in doscription, {31 A chango in room number, (4) Other mossages concerning.
a given assot. It is not to bg used to report o loss or a transfor of an assot: ' :

’

, - :
WANSTRUCTIONS: List itom number of fssof in column 1. Dotail the requoested change in column 2, Useo the following change for-

mat: ‘
CHANGE . __ . | .~ 10.
EXAMPLE: CHANGE___ ___ _Calplog Numbor . TO____.. 20102
e e e e o e W2 Ll e -
! 3 “, | 1 /
LUITEM . (2)
___NuMBEr | o ) _ DESCRIPTION OF CHANGE
X 1 .
Hoooo Se(02 _C4 pe. fazv_,.(..._z:o_”'Z/é_

Hooro§0520  :Chdnge. Cara L0y Atm ber_Zo_R0lo
Heoop&0s52/ | . e/ AQL_ - Hrar Qen:--z:«z.ﬁf(éﬁﬂa

L e ‘ \

/
éhangot Raquested By ‘J —
| BUSINESS OPRFICE USE

D."Q | . ] - .
Changes Authorizod By [ N : . Changes Entorod By
Daio - é‘ . Dd"ﬂ. - —

Inférmation

Dr. Arn¢ld Payne .

P.0. pox 157 21

Gongale' » Texas 78629

! ‘ "17- J‘é”.: (R"z)
i s -




" 11I.
E-1. Burglary/Vandalism/Loss Report
. . .
CAMPUS/ORGANIZATION -
"COMPLETE BOTH COPIES AND
“ SEND TO THE CENTRAL
. o : . OFFICE
J
AN
CENTRAL OFFICE
WAS THE ITEM PUR-
CHASED WITH FEDERAL
FUNDS?
YES
T ‘NQ» N
RN ) CENTRAL OFFICE
~ FOBTAIN PERMISSION FROM THE
APPROPRIATE GOVERNMENT
. . TO DELETE THE ITEM
o FROM THE INVENTORY
. | PERMISSION
. OBTAINED
" %

CENTRAL OFFICE CENTRAL OFFICE CAMPUS/ORGANIZATION
COMPLETE A FIXED 1. AUTHORIZE REMOVAL ETAIN THE COPY ON
ASSET MAINTENANCE FROM THEN\ INVENTORY], COPY ON FILE.

" FORM TO REFLECT 2. RETAIN TRE ORIGI- 02 Lo
THE CHANGE NAL COPY ON FILE 7

By,




ITI,

- T’
|
. .
e

 E-2., GONZALES INDEPENDENT SCHOOL DISTRICT -
FIXED ASSET INVENTORY.SYSTEM

BURGLARY / VANDALISM / LOSS REPORT -

INSTRUCTIONS: Completo this form as complofaly as pombla It is the orlglnal rocord dotallmg the loss and as such will bo
used for police and insurance ropdrting. It is vory important that all portinont fach concorning the loss be do-
tailed. Uso 8 ‘soparate form for each itom mvolvcd ,. » .

~

A. Typo of Loss {Check One): {X] Burglary [J Vandalism {3 Mystorious Disappearanco | .
B. Woas tho itom foderally fundod? (X] Yos [J No [J Unknown ’

C, Complofo description of the itom including tag numbor, description of tho itom and manufacturor's sorial number if known:

Oyarheo d . ﬁ‘ /. ccerof J- ot rroi /¢ ﬂml&rﬁz,sa.?_le

{7aq 7 ¢Pppf5¢é?}’£ _ “

-~

D. To what aroa is the item asslgnod . _é-q—Sf Ay:ﬁ./‘/ﬂ‘.__. _Qiél) /@3 (174 @ﬂcﬂ L
E Coarrying valuo of assot §. _-Zﬁy ,0_0.. ———

. / : .«
F. Namo and title of porson discovering tho loss:. > — ZX o CJLL&MMLC

G. oncaﬁon of itam when fht;ﬂ/damag_o/losg gccurrod- _— fop_’!\___'¢¢ #_P
COH Date and time of disco;ory of tho loss___Ma /7 ? %._..J___.__?.O- A _m
|, - Last dato and time the itom was observed and by whom:.. _-m,a-)l.‘/.gA 12_7. %.jm'f.‘_t..3_o fa/?’\

J. BURGLARY~—Doscribe.any phystca| ovidonco of tho thoft or anyﬂung out of tho ordmary in the vicinity of the thaft:
VANDAUSM—Descnbo tho typo and extent of tho damago dono:

__Stye m/.__e.u rside. Gindows. dad brea L..Qth_/__ﬁAkd_Q/__e
~-S&ytra ) oTher. iTtm s ‘are. . ollo misten H.k?./ﬂk f =

_ake 5ubm-zrr-¢o/_f'or 77 o

5]

o — — ———— e n— [P

K. Approsimato date and time of tho ihof‘,‘/damago ﬂprﬂb%.,mg'maa_m_?_j ~ 4L - 7§/ .

L. To whom was the IO;ﬁ(ﬁamd .
M Police: Attacha caz;py of tho pd‘ﬂco roport if possible
W Suptropzadiar. o scdoels i} ‘
M. Describo tho safoguards usod. o protect the.itom .. f/’ e_dopr And et [0 /. W
8 /mJ O’-«.f/wn‘-u‘ AC(/V C/OJ"L___J 4.101_.[9.¢K£,.{._.b0 ;
ba tore_she.. ./e.r‘r relton [.. omzhie __/7"/)6

Roport complotod by: Date B z
— ) 1 -
Roport accoptod by:._ . _ _ : Date AN S
REMOVAL FIOM INVENTORY AUTHORIZATION ‘ SUSINESS OFRICE USE 7
Aulhor’ha_ﬁon given by, . B Loss oniries mado by
o Date , - Information Dato .

Dr. Arnold Payne ' :
P.0. Box 157 . 23 .o .
Gonzales, Texas 78629 ~19- (R-2) -
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A-1. Fixed Asset‘Mqintenancé Form

Dy

\| CEANTRAL OFFICE

COMPLETE THE\'MAINTENANCE FORM ENTRY OF
EACI ITEM INVYOLVED AFTER MONTHLY RECONCIL-
IATION OF ADDNTIONS AND LOSSES ON THE 350
REPORT WITH MAINT NANCE FORM LNTRIES. SUB-

MIT FORM TO ESC WI

CESSING REQUEST FO

H A COMPLETED DATA PRO-

EDUCATION SERVICE CENTER

| DATE THE COMP
INVENTORY IH

KEYPUNCH INFORMATION FROM
THE MAINTENANCE FORM AND 'UP-
TER FIXED ASSET

DA'IQQSI’SSNI}X T
ED RSSET

INVENTORY

CAMPUS/QRGANIZAT I ON

CAMPUS WILL RECEIVE THE FIXED ASSET
COMPUTER PRINT-OUT WHICH INCLUDES

THE CHANGES SIHOWN ON THE FIXED ASSET
MAINTENANCE FORM

=20

24

(R-2)

| CAMPUS/ORGANIZATION
r a
TNVENTORY PERMANENT | [ BURGLARY TSCELLAN- NEW
REPORT TRANSFER VANDALLSM EOUS CHANGE| | ACQUISITION|
FORM OR +_ LOss FORM
DISPOSAL REPORT
FORM
\‘-
\ 4
. v 5
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B. New Acquisition/File Update

~ ' Fixed Asset Maintenance Form

- . '
. tow- . ~

i

The purpose of the Fixed Asset Maintenance Form is to.update the computer S\\

file on fixed assets. The update may be the result of new acquisitions, errors

>

discovered by an invgntory review, or disposals or ‘losses of fixed asgégs,

b ¥

New Acquis}tion - The concerned campus muét provide the.appropfiate item

number or numbers and room number or numhers fax each item or group of items to %g\\

A

the central office by writing then on the'Recety%ng Unit copy of the_purchase

order.* The ceatral office will then complete the report.

1. New Acquisition Procedure . o , e

ﬂ 1. Campus/Organization Activities

B. Director* completes Receiving Unit copy of purchise order denoting
following items on the P.O0.: ~
1. Quantity received
2. Date received

3 Receipt sigr:?ure _

' The above informdtion has always been provided by the principal
ag it is needed information to process a bill for payment. .In
addition, the director* would supply the following informat ik
(needed for inclusion in the fixed asset system) on 6600 acquisitions:

‘Catalog number: .

Item pumber ’ h

Room number : ‘ '
Serial number of machine if applicable

NS

C. Director* affixes property tag to a unit control item

, '

e D. Receiving g%py of P.0.* is sent in school mail to the Business Office

7

' -22~ (R-2)
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II. Business Office Activities

~ . - ’

A. Receives receiving report copy of P.0. from campus
B. Pulls accounting copy of P.O. and/the associated invoice and
" processes bill for payment in normal fashlon

¢. If the transaction involves a 6600 account, the Business-
Office completes a fixed asset maintenance form to enter ‘the
capital outlay acquisition into the fixed asset system

D, Transaction documentation is then filed as usual .

.E. Monthly, upon eceipt of. the 350 report, the Business Office
| prepares a schzgsle resulting in a dollar total by fund of
monthly increasés’ in the 6600 accounts. (For funds not on

be determined similarly ) y
) LY

. . F. At end of month, a dollar total of fixed asset acquisition
- entered on .the maintenance form would be obtained

G. If the totals of item E and F agree, the ma1ntenance sheets
' are sent to the Service Center for processing:.
H. If the totals of'items E and F don' t.agtee; the Business
.0f fice must resolve the difference(s) and them forward the
maintenance forms to ESC for processing

v

*Where the inventory, director is the campus princ¢ipal, the data
“required is entered on a fixed asset maintenance form. This form is
submitted along with his six weeks report to the superintendent.

Stamp for Invoices

' . o -

L . Fixed Assets ‘ , . ‘-\
Item No '
Catalogue No.

Serial Mo. ____ -
Dete Received .~ ’

”.:a.(:.;vl\)?-a

joom No.
. <ignature
oo 8 uheck

> . A L.

4235 " (R-2)
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computer, -monthly increases in manually kept, 6600 records would -

Quantity Received ___ ) .

f/ -
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é.File deate“_Qﬁly the item ﬁﬁmbermand the updatéd or

IV,

dhanéed ertry must be comﬁietpd.’ All othqé blocks

can remain blank. - , A - R
Exémple l: An lncorrect serlal number was entered in

¢ the descrlptlon block during the first inventory.. -
We now wish to correct or updaterour fiﬁed asset

file to skow the cqrrect_ser;al'ﬁgmber.
Since” this ié‘ah update and only Card {.is in-

vplved, and becéuse the descr;ption;block is

;.. faon'this,éard, we complete therCard 1 ipem_numbér‘
 and éomplet€vthe,entire‘descriptioﬁ'block with

tﬁe new serial,number. The upaate is,complete
. and it is not necessary to complete Card 2. ¥
F'Ex;mple.Z:_ An item which was purchased with consolldated
" application funds was stolen.. First pe;mlssfon

, .

must be obtained from TEA to delete the item

_from the'jhvcntory and a Burglary/Vandalism/Loé&

id Yy, . . .
Report will be filed. /Upon.approval. from TEA,

R .the item:number will be qompleféd on Card 2 and

Sy . .
the status. code will be 2., This will complete the

2

form to show the theft.

B-1. Maintenance Form Completion - o T
School District - Gonzales I.SJD

County District No. - @#89941

" Prepared By - Name of the persbn in the.central 'office who
prepares the form. o s

Date - The date on which the &otm'was_complétéé;.ﬁsfl
R . - 28 ' (®-2)

-24-
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CARD 1

-

w. T

- .B~2. Maintenance Form Comgletion

\ . R . (cohtinued)
~ . ’ .

~Item Number (1-10).- This is a unique identifying code

" which designatéS'éither a single item or groUp of

items. ‘The number ‘is to be supplled to the central

office and controlled by each 1nventory area. The.

L4

 1tem~number must always appear on the card.

Catalog Number (11-20) - This is a number code which

categorlzes items by . thelr quctlon descripfion and/or
use. The catalog numbers are to be found,ln the
canéiog system and afe'tq be'enﬁe;ed b; the‘téntralj_
office. Ih'the~eveﬁt that an item.cannot be adequately
desqribed'by>¥he eXistingAdatalog'Structu;e, the item

. B * . - . .
can be given a catalog number not in use.

+

Descriptfbn-Sérial Number0(21§7ﬂ) - This is a written

description of the item involved which will most

easily ident.fy‘the item. If unit cdntrql is desired,

the serial number should be entptéﬂ in this space
also,‘preférably to the éight side of the bloék..
Also, helpful information mighf-include the manu-
factures name and the model number. Abbreviations

A\
are often helpful.

T

Location Code (71-73) - This is a code which refers to

the campus and/or organizatioenal unit to which the .

.

Citem is;ass;ghedf

- Gonzales High School . N2

Gonzales Jr. High School ' paz
"North Ave. Elem: School : 193
East Ave. Elem. School. 1p1

S | (R-2)
_25%239 ' o




Iv. ' v
\ _Warm Springs llospital School  .p#3 | M
Elks Hospital School L '1ﬂz
/  High>SchoO1 cafgterié - 93g
Junior uigh'Schooi Cafeteria ',, 931'

./Norﬁh Avenue Céfeteria? B 9@2,:
Easi‘AVenué”Caféteria“ ) - 933
Superintend;nt{é Office.; - 9p1
Tax Office - - oo -
Custodial Se;;ice; A - '915
Maintenance,Servicésf L ., 016 ..

“ Tfansportétion (BuséS): o 925"
Vocational School - ' | ﬂﬂz

Fund (74-76) - This is a nuperiéél'codé'which identifiés
| thé séque of funds used to purch?sephe'itcm. For

an explanation of the/fund codiné system refer to
Tean'ﬁdUCatibn'Agengy gulletin 679L,Fund Code -
Description, CDE-402. |

rs

) Number of Units (77-8p) - Enter the,quantity.oﬂbthe items

Aes K

escription bloc *\\This may be.

referred to in the
onne (1) or greater for group control but it must be-
one . (1) for unit control. Move the number as far

right as possibfé.-
CARD 11 v B-3. Maintenaﬁce Form

Item Number (1-10) - Same as for Card I.

~

Purchase Order Nuhber'(11-17).-'This is the number of the

putchase order involved in a new acquisitiph. It is
- ) C - to be completed by the central office from the

) _ . (R-2)
CERIC L w26 '




e o R ‘Iv’ : . W . i ,. . ( .
. - . . ) 4" J

ﬁeceiving.unit copy of the purchase order after the
item has been received. Where there is no purdhase
_ o

. order involved, leave this block blank. Movd, the

number, when used, as far right as possible,

Check/Voucher.Numﬁer (18-25) - This is the number of the |
| check.used to pay for the item. It is taq be - o .
. éompleted by the central off;ce and movég as far
| {ight as possible. |

Acquisition. Date (26-31) - Thls 1s the date on which the

v

item is actually acqulred and,'ln most cases, ‘can be

dbtalned fram the Rece1v1ng Unlt copy of the purchgse'
order. o
Example: The Receiving Unit copy states that the
item was received on May 16, 1974, |
' _ Enter #51674 |

Acquisition Code (32) - This code explains how the item

was acquired:
1 - It’waé a newly purchased item.
2 .- It was a, replacement item not’ obtained wifh
schdql funds,-e.g.,-aﬁ insurance feplacﬂment
. for a stolen item. o«
3 - it was a donated item;' .

4 - It was purchased by a campus organization, booster

club, or PTA. - _ - , . (

Status (33) - This code describes the correct status of

- . the item:
. 1 - Active ' - R \

! ) X . . , ' ' -

| 2 - Stolen , : . %:

? . ‘ N

|




3 - Retired . . ) N ) 1.
4 - Destroyed
5 - Delete from File

Estimated Useful Life (34-35) - This is the estimated [total

-

useful life of the item, not the estimated remainling
life of the item. It is expressed in years and should

be moved as far to the right as possible.

Room Number (36-39) - This is a code, using alphabeticxl
4and/or numeric characte;s which_descrﬁggi the rooi 6r__4_{,
area within the locatién code where the ‘item “is éssigned?

Unit Cost (4§-49) - This is the total cost of getting ghe
fixed asset in such a state that if'is fUnctiona1¥f In
case; of. . newly purchased items, the invoice, not purchase
order price, must be used. Any %reight costs must be
included. This cost is to be engeéed by the central
office from the vendor's invoice. In the event that
no documentation cxists for the item, an eStimate !l
should be méde. . | !
Important Notegﬁ . \
(1) This is the cost oflone fl) iﬁem. The \
total cost i$ not entered on this form
but is computed with the aid of the
quantity block. -

(2) Cents are always included in this figuye,

but the decimal point is not included.
Example: -the cost js $50.29; enter

&, 5029. - ‘ . 7

In all cases, the cents wili be enterd¢d
' 1 s .
- +in blocks—48-49. , o N
. O ‘ . ) ,
ERIC - | I 5. B° “ (Re2) - |




Iv.

«

-

Condition Cade (S#) - This code.describes the physical

condition of the item. Where group control is used,

. an average should be utilized:

R S - Satisfactory Condition t . - ’ T
F - Needs to be repaired ; ,
R - Needs to be rcplaécd ‘ ' / \

Once the Fixed Asset Maintenance Form has been completed, it
should be scht to the Edp;ation SétVicc Center to be keypunched

and entered into the computer.” The Maintenance Form will, as

‘

|
|
I
I
I
|
always, be ‘accompanied by a completed Ddta Processing Request. '
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| ?* . v! 1w, |
B , Tiao 1 C. PROCESSING REQUEST
i : k PR smanmmurmvunouv
DATE REQUESTLD
’ -
DISTRICT NAMZ ;
REQUESTED BY — el

.

| ate Completed

‘ l):_tie Shipped

Date Recelved _

Date Scheduled __

‘o

D FIXED ASSET MASTER FILE UPDATE

_ ’ s R
ST e ‘ -
‘, D FIXED ASSET INQUIKY
TYPE [OF SORT DESIRED
[:j BY CAMPUS LOCAT 0N
‘ BY ROOM WITHIN CAMPUS LOCATION

BY{ITEM NUMBER WITHIN ROOM
WITH GRAND TOTAL

[j - BY~FUND CODE
BY ITEM NUMBER WITHIN FUND CODE
WITH GRAND TOTAL

- E "BY GAIN CODE
] BY ITEM NUMBER WITHIN GAIN CODE
WITH GRAND TOTAL

. - [j] BY ITEM NUMBER
. WITH GRAND TOTAL
. E] -BY CATALOG NUMBER.
. A

- | | 30
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"A. Computer Print-Out Explanation

Perhaps the most'visuglly imﬁ}essive result of thg fixed asset
syétam is the computer brint;out. An actual computer print:out
forﬂﬂhe'Gonzalcé schools is shown in’'reduced form'on/pége'_gg__

yThe print-out itsélf is composéed of different arcas or fields
" which each contain different information about\fhe fixed assets.
At the top of each sheet is the date of the fixed asset inquiry
and the name of thg'dzstfict\invélved. Above the actual data are
the f{eld descriptions for the data. Eéch particulér item is .
'representéd by two lines of printed infbrmation.
Example: ‘ o

The é%%st field on the_lgft is the ITéM NUMBER,

=

which is a unique  number which specifically identifies

the article of furniture or equipment to the computer.
: % .
Item numbers with an alphabetical prefix represent

~

items und@g group control and items with all numeric
item numbéfz are under unit control. The unit con-
tr61 item numbers are the same numbers as arg

N
s#amped on metal ‘tags and physically placed on the

item. Throughout this example we will consider item

number 0000000920 on the print-out. The next field on

the same linc.as the item number is the CATALOG NUMBER
which identifies the article by tyée or class.® In .
this example, item number 6000000920 has the catalog
number 02275 which was obtained from the catalog -
system.

The next field, the DESCRTPTION, is the largest

5’ and can accommodate fifty characters. In the eXample
the description is TYPEWRITER, MANUAL-ROYAL MCP 11-

37 " (R-2)
-33- *
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oy,

7402558 wherc.the article itseclf, i;s manufacturer .
and its servial number are all indicated.
The field with the heading LOC is\the iocatidn or '
campus at which the\E%em is located._,lt_isindt,the 57\\_ﬂ;A§f§
"~ actual name of fhe-locatidn butkits code:” In the : .e
example, the location codé is 001, which reefesents .
R ' GonzalesvHigh School. |
. + The ROOM field is the  actual area wieﬁin the
location code\where the areicle is lecated.:~The;
abbreviations and cedes;used.in this field are de-- | .
- veloped by the inventory area directors and are most ’
. ' ﬁeaningful to them. The ROOM code forIOUQ example
, item is p41p. ,
’ The GAIN code 1nd1cates how the 1tems were . LA
. acquired. lhcse codes are enumcrated in- the earlier ’ \
‘ deserlptlon of the leed Asset Malntenance ForB/X\A
GAIN code of one (1) 1nd1cates that.the item was
‘newly acquired. _' B i . . .
STATUS code indicetes the present status of the-

.’ N '

v piece of equipment. A status code of one'(i) indicates

that the item is being actively used.

The g§11§ ficld réflects the number of articles
identified by the part1cu1ar 1tcm number Group
control items will have a UNITS field of one (1) or
greater, qhile'unit control, as in our example, will
always have e_UNITS field of one (1). '

. - S

(R-2)
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A
\

voucher number. This field i§ to contaln, in the. : ,

, .

"actually acquired. In many instances, in the Gonzales °

~item. The fund codes are standardized and can be

. to be used with new acquisitions.

- The UNIT VALUE is the cost of one,item'reﬁfe-
sented by the item number. In thf&jpxamplé, the

unit cost is $145.00 for the {typewriter.

TOTAL VALUE is the unit vilue multlplled by -]
the units field. )

Information aboutlitem numﬁef 0000000920 is also
shown on the next line below the;item nuaber. The
first field on the second line is entitled.EQEE which ..
represents the purchase’prder number and isrused ﬁafhly
for new acqu151t1qp5 " En our example, this fielavisv K
blan? MR ‘ J

The next field, which is also blank, is VONR or

case of Gonzales, the number of the ‘check that was

issued to pay for -the particular item.

nglght of the VONR field is the AQDT or acquisi

tion date field. This is the date that the item was
}

inventory, the acquisition date’ was unknown, so the

date of the inventory P41974 was used. This is the

case with our example, '

The next field onQé%e second line is FUND, or

the code of the fund which was used to purchase the

found in TEA Bulletin 678. The fund code for item

t N . ‘'
)

number 0000000920 is 104.

Next to the FUND code is the gUL_df éstimated

useful life in.years of the article. This field is

‘.\ | ~35- 391 (R-2)
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The last field which is used to describe:the - . o
particular item_ is the COND or condition code, which’
cula N 2 _ |

is a code which describes the physical description of

*

the, item. In our example, the condition cede is S orx

H .
- i . *

satisfactory. =~ = - | ' a ; L

At the bottém of- the page areAthe totals Tlgures.

-

The totals 1nd1cated by three stars are“fhose for -
_:#";he partlcular room 0410, in-which there are 44 :
1nd1V1dua1 items W1th a total value of!$1, 339 00.‘

The two star totals are those for the entire 1ocat10n.
In the example, Gonques nghchhoolihas,a_total'of
7,2@2 items wi§h a total value bf $2,707;352§64. It
there wefg a‘oné‘stwrflotal{ it"would be for the eﬁtire

c .
v

‘Gonzales school system. ; o .
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VE. .
i . - (
. : o /
~ - A. Distribution of Annual
‘ Fixed Assety ¢
L ; puter Print- :
COPY #1 ' CQPY #2 . COPY I3
s N ' Campus A Campus A
Campus A : . o - Separated ) | Room'1
- T , RETAINED o : and dist. Room 2 -
INTACT ' v to indiv. " Room 3 ‘
AT : o : Rooms at [ ‘ RN
. CAMPUS A - | Campus A , N
- 4 S : : o F Room N
 Campus B : ' _Campus B _ ~+ Campus B
RETAINED )i ’ Separated \ '
INTACT || ' and dist.
AT ; to. indiv.
CAMPUS B - S ‘Rooms at
' : | Campus. B
' . _Room N a
i
v , 7
s
Campus L . v
‘ . ' Campis M
, : Separdted Room 1
- h Campus M and dist\ "Room 2
RETAINED - 1 te indiv. -
INTACT } ' Rooms at
, : ] AT ~ Campus M -
Campus M- CAMPUS M o \N<;\r v Room N’
RETAINED 41 '
INTACT BY - =37- : (R-2)
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_Dist}ibution Routhg and Rcturn‘of the Print’tut

'”; o The computer prlnt out is to be used by fha teachers to

assist them in taklng the1r aunuaL.anenggry Qf furnlgnre anﬂ

equlpment ‘Upon request from the,gentmal_affxﬁe byﬁusa of ar’

- Processing Request the Educatlon Scrvlce Center w1ll Tun a
fixed asset 1nqu1ry which will/ produce the Gonzales 1nventqry;'ff‘“'ff“; xfi
. -

‘Thrge coples of the ;nventory ‘are’'to be supplied to tha :

central office. A d1st11but10n dlagram is ShOWn pn pagg

The dlstrlbutlon of the copleq follows:

¢

-

Copy 1: Thls lb the: central offlce copy and 1s ta C :3'H, vl

bb rcta1ncd 1ntact untll the tlme of the next.
flxed,asSet 1nqu1ry whan ;t wxll‘be dlscarded' o
‘Copy 2:  Tb1s COPY is to be d1v1ded by campu5 locatlon R .?
, . and distributed to the dxfferent canpuses: B
| Each CampUb‘OffICC w1ll erp their copy'1ntdctv
| L  as an offiCC'copy thn a new lnqu1ry 1s

rec€ived by the campus, the’old one W111 be

-

. . , ,dlscarded ) . ‘ . vy :
Copy 3: This copy is.to be scparated by campus;'sent

‘ to the campus directors, and then spllt up by ‘ ot

room or 1nvenLory locatlon at’ thc campus level

and distributed to the 1nd1v1dua1Ateachers or

other persons who will take the inventory.
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IX.

ACCOUNTING CODE -OVERVIEW

. Sub-Fund

R

T —

The overall account code structure is designed to servé'ds both an efficient ace
count coding facility and a basic management tool. It creates a common language
for use in controlling, recording, accumulating and reporting the activities of
the school.districts.

' The code ranges are illustrated below:

L S

FUND
Fund Group

Fiscal Yoar

FUNCTION
Function Group _
Sub-Function 1

OBJECT

Account Classification )
First Level Object . - .
second Level Object .
Third Level Object 2

SUB-OBJECT

ORGANIZATION
Major
Intermediate
Detail

PROGRAM
pupil Population
Instructional Area or

Arrangement Group
Sub~Area/Arrangement
Educational Span
Project Detail

L4 R
The minimum information required by the Texas Education Agency will require nine.
(9) digits. These are the Fund, Function, Account Classification and Object
Codes. Use of the Sub-object, Organization and Program codes will depend upon.
the size of the district and its accounting requirements. .

v
.

&

. BASIC SYSTEM CODE -COMPOSITION:

FUND CODE ~ A 3 digit code that identifies the fund group, specific fund, and
the fiscal year. The first digit refers to the fund group; the second digit
'specifies the fund; and the third digit of the fund code is the last digit
of the appropriate fiscal years (for example - The ESEA Title I ~ Regular
fund for fiscal year 1972 (school year 1971/1972) will be coded 212. The
first 2 ‘indicates -the Designated Purpose Fund. The 1 specifies Title I,
Regular and the last 2 is fiscal year 1972). :

4

+

FUNCTION CODE - A 2 digit code applied to expenditures that identifies the purw
pose of the tTansaction. The first digit identifies the major service area
and the second digit refers to the specific function within the area. (EX~.
AMPLE ~ the function "Health Service" is coded 33. The first 3 specifies

* PUPIL SERVICES and the second 3 is Health.)

—41- 417 (R=1)




IX

ACCOUNTING CODE OVERVIEW=-(Continued)

ed by a transaction.’ For example - The Inventory acceunt is.coded 1300.
The account code 1 identifies an asset account and the 300 is the detail
code that identifies Supplies and Materials. Code 6300 would indicate an
expenditure account (6) for the object 300 Supplies and fijitials. (see-
following) N . :

é OBJECT CODE - A 3 digit code identifying the object of an expenditure or a source

of revenue. There are six major expenditﬁre«and three major revenue object
classifications. The first of the three digits identifies the major area
and the second and third digits provide further sub-classifications. (for
example, money received from the Federal Government for a "Head Start" Pro=-
ject would be recorded in account -5914. The 5 denotes revenue, (account
classification) the 9 shows Federal Sources, Transfers and NQn-Revenue
Receipts, the 1 is Federal and the 4 is Head Start projects.)

' SUB-OBJECT - A 2 digit code for use if required to further breakdown an object
_ code. For example, Object Code 6391 - General Supplies. may be further
The Sub-Object code may also be used in lieu of a program or project code
to identify expenditures which must be reported periodically i.e., Special
Education, Vocational Education. etc.

, ORGANIZATION CODE ~ A 3 digit code identifying the - -organization affected by a
transaction. (i.e., High School, Bus Barn, SUperintendent's Office, etc.).

" PROGRAM CODE COMPOSITION:
‘ ' o
PUPIL POPULATION GROUP CODE -~ A single character alphabetical code that identi=-
fies types of students for whom programs have been specifically designed.

INSTRUCTIONAL AREAS AND/OR ARRANGEMENTS CODE - A 2 digit code used to designate
the activities dealing directly with the teaching of students; direct
interaction of pupils and teachers designed to produce learning according to
subject areas or instructional arrangements described here~in, Should the

 district not require detail breakouts, coding may be effected by class,
i. e. code 10 for all regular basic skills; code 30 for all remedial, etc.

. EDUCATIONAL SPAN CODE - A single alphabetical character code that identifies
' “programs/projects designed for groups or classes at various instructional
levels. ’

PROJECT DETAIL CODE ‘A 2 digit code that may be used by the district to further
describe the Program, e ey 01 might be English I; 02 is English 1I, etc.

~ When classifying a transaction such as an expenditure, answering the following
- questions will assist in proper application of accounting codes:

. (Q) How and when is the expenditure financed? (A) Fund Code

(Q) Why was the expenditure made? (A) _Function Code

| ACCOUNT CLASSIFICATION CODE - A 1 digit code denoting the: type of agcount. affect=

expanded to 6391.XX to identify items such as paper, pencils, workbooks, etc.|

4'8.-42- . - (R=1)
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ACCOUNTING CODE OVERVIEW-(Continued)

T T I~

(Q)} What| was purchgsed? .(A) Object Code.

(Q Hhexye is thgsbeneficiar§lof ;he expenditure lécaped? (A) ‘Qrganiéation chef
(Q) Who lare the students benéficéd? (A) .Pupil Popula;ibn éroup 6ode |
(Q). What| is the subject matter or differentiated instructional arfangement{

r (A)Y | Instructional Area/Arrangement Code.
@ What| instructional level is to be charged? (A) Educatiemal Span Code
EXAMELE:

.
.
]

Assume a program locally developed to provide an innovative course in computer -
related mathematics at the llth grade level for adults. Classes are held during
evening sessions and are the responsibility of the principal of one of the local
high’ schobls. The salary of the teacher during 1971-1972 would be coded as

o

follows:

PUPIL POP. INST., ED.

FUND  FUNC.  OBJ. SUB.  ORG, GROUP _  AREA  SPAN  PROJECT
102 iﬁf 6111 00 - 015 Vo 19 Moo, 22

Fund code 102 is the general operating fund for fiscal year 1971-72. Function
code. 11l indicates direct classroom instruction.**Object code 6111 denotes an
expenditure for professional salary. The organization codé 015 is the campus
code for the hypothetical high school. Pupil population group V is other
adults. [Instructional area 19 is mathematits. Educational Span M indicates
lith grade. If this were local project number 22 (in sequence) that number
could be assigned. : -

NOTE: No single code can give the complete transaction information required,
The fund, function, account classification and object code (9 digits) com=
bite to provide the minimum information and allow extraction of varying
cal data.for school ‘management. . ‘

£1i
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FUND CODES-DESCRIPTION

ORI

‘-Ji i

_ Programs that are designed for specific purpose and that

GODE
CLASS:  DETAIL
10X ,‘ |
%
11X
) 12X
13X
(16X
20X /30X .
21X
22X

NOTE: The 3rd digit of. the fund colle.group (depicted as X) is the 1ast giglt

 DESIGNATED PURPOSE_FUND =~ ' o o
. The purpose of thisg fund group is to accounc for all

Separate bank accounts and separate general ledger accounts'

R Pt KD B L

FUND TITLE =~

GENERAL OPERATING FUND ,
The purpose of this fund is to account for all trans-
actions having to do with the operations of the school
district's regular programs. This indepgrdent aecount-
ing entity with its own assets, liabilities, and fund
balances will 4nclude transactions involving the State’

and County Available, Local Maintenance, Transportation. W
‘Fund,. and the Schools for the Deaf Fund.

State and Cgupty
Available, Local Maintenance, Transportation, and =
Schools for the Deaf Funds may be sepa?aced.ingo Subae
funds within the Genmeral Operating Fuad, The Genexal
Operating Fund contains all funds that are not required.
to be: 1dentif1ed geparately within other fund groups.

Local Maintenance = This sub classification of the
fund group includes Local Maintenance and Salary and:
Operation Funds. ,

¥

Transportation - This sub«claSsificaéion of the. fnnd
group includes all State Transportation funds.

State and County Available ~ This sub-classification af
the fund group includes only State and County Available'
Funds.

Schools for the Deaf ~ This sub-classification of the
fund group includes alldcations of salaries and other
monies from the State for the operatiom of regional,

county wide, and biﬂcounny sghoqls for the deaf. '

transactions of programs that are of a special nature. ’

have 'special requirements as to the accountability of the
funds are coded as sub-classifications of the fund groups.

are not necessary for separate accountability of the sub- \
classifiqations. : :

Title 1, ESEA-Regular - This sub-classification SF ETh&\
fund group includes all projects under the regular
Title I program.

1

Title I, ESEA-Migxant - This sub-classificatiol includes
all Title I-Migrant projects. When a district particie
pates in more than one migrant program, the individug
programs may be identified by use of the detajl code .
(project code), f

L 0f the applicable £iscal year, 1aa., 1972 is 2.; , fe st

SEISIRE

e

t)()
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FUND CODES-DESCRIPTION(Continued) ' =

CODE

¢

CLASS

DETAIL

23X

r 24X

26X
27X

28X

29X

31X

FUND TITLE
Title 11, ESEA - The intent of this progfﬁm is to
assist schools in making available library resources,
textbooks, and other printed and published .materials
to all pupils and teachers im both public and non-
public schools. The improvement of the instructional
program in all grade levels is of primary concern.
Equipment, furniture, remodeling, personnel, and main-
tenance supplies for printed materials are not allow-
able in this) gram.

Title I11, ESEA - Funds are available for innovative
educational programs. A variety of activities may
be included depending on approval of the program.

Title VII, ESEA - Funds afe
bilingual education. -

vailable for programs in

Title VIII, ESEA - Funds ar
to prevent school drop outs.

‘available for programs

0.E.0. - All Economic Opportunity Act of 1964 funds
received .directly from Federal Agencies for the many
programs within this act may be accounted for by use
of project codes. Each project will have expenditure
limitations. - »

Manpower Development and Training Act ~ This program
provides technical occupational training for the un~
employed or underemployed who cannot be expected to
obtain appropriate full-time employment without train-
ing. Training allowahces, subsistence allowances,

and instructional costs are provided for in this pro-
gram.

Adult Basic Education - Grants are fo provide for or
support programs for educational training in the
fundamental skills of reading, writing, speaking, and
arithmetic. Persons 18 years or older, that are not
attending a regular public school program, and who
have only an eighth grade or less education may re-
ceive the services. Instructional and supervisory
salaries and certain supplies and equipment may be
purchased to provide the service to eligible partici-
pants of this program.




FUND CODES ™~ DESCRIPTION (Continued) ’ e

CODE

e e o 2
- -
’ -

CLASS DETAIL FUND TITLE
32K Vocatiohal.EducaQion - Funds are available to pravide
assistance in providing vocational education opportun~
. dties in the fields of agriculture, homemaking, trades
-..and industry and distributive occupations. Travel
allowance, equipment, ceértain construction’ and res
modeling, certain supplies, and salaries may be pro-
vided for out of these funds. !
33% Title III, NDEA - Funds are available-for instructionalz
materials, equipment, and minor remodeling when such
expenditures are primarlly for educational needs in
the critical subject areas, The critical subject
areas are defined by this Act and State Board Policy.
36x ESAP-Federal - All Emergency School Assistance Program ‘
funds received directly from Federal sources. o
37X Title I-Part C - All Federal Special Grants for Urban
and Rural Areas received under PL 89-10, as. amended.
. . ¢
50K INTEREST AND BONDED DEBT FJND
This fund will include all accounts: necessary to record
transactions affecting the value of the unpaid principal of
bond issues, value of cash on deposit in the interest and -
sinking fund, the value of any temporary investments; and
the amount of current interest and principal requirements.
An approved bond register should be made a part of the re-
cords of this account group.
60K CONSTRUCTION FUND :
This fund will account for cash funds for construction, the
value of construction~in-progress, and the related group bal-
ance and liability accounts. - .
70x- ENTERPRISE FUNDS '
This fund will include all accounts necessary-to record
transactighs having to do with enterprise areas such as Stu-
_dent activity, and athletic programs. Each enterprise active}
ity program will be classified as a sub-fund. All transac~
tions affecting these enterprise activities should be re-
corded in this fund. _Financial.suppoyt by the General Oper=
ating and other funds must be recorded in this fund.
Tix Food Service - This sub«clagsification includes all
food service activities of the schogl district, -
72X Athletic Program .~ All athlétit activities not a part
of the regular imstructional program will be recorded
in this classifxcation.- : o
52
46~ ' (R-1) /
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FUND CODES/—,DESCRIPT16N (Continyed) , ~ A

| CLASS  DETAIL

90 x ' {_‘

: - .
“FUND TITLE . = -

~Student Activity Program - This sub-classification in-
chudes all student activities not identified in other -
funds or sub-fund classifidations.

GENERAL FIXED ASSET ACCOUNTS ' T o .

This set of self-balancing accounts is tp'accoUnt for those
fixed assets which are not accounted for in the Construction
Fund. This, self-balancing group of accounts will account

for specific pieces of property such as equipment, land,

and buildings. These items must be of a tangible nature and
have a life expectancy greater than two years..
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SCHOQL FINANCE ) ~

e &

We cannot- say that past or current financing of schools have unquestionable

7]

rights,. but 1t €an. be said qurrent and future financing should be utilized 8o

as to proyide the optimum’ democratic approach for assuring Quality ?ducation

for‘all childrentof Teras within the Goals for Public School.Education.' "
"In egplaining Quality Education for al\l children, without an adequate

‘equalizing factor in the state design for oublic education many of our schools

find 1t necessary to restrict their services to that below a desirable level.

'Equality of education is a consideration which must be taken into-account.

In equality of education the totality of the individual 8 characteristics and

makeup, /his developmental needs, and his educational environment must. be

consid red. - Equalitz;of education is not identical educational processes,

but a variety of educational brocesses is eq_ality education necessarxifor

Quality Education for all children. The cost factor {s essential for equality

4 «

education. )

-3

fe 1s apparent -that Quality Education possessing equality of education

must be brought -into congruency with financial support. Furthermore, ) .
0 § 8 .

financing the school program throughout the state necessitates consideration

’ : v v N

Y :
_of cost of salaries, equipment, materials, supplies, and facilities relevant
- ' ‘” ’
te outcomes to be found in the expectancies of‘Quaiity Education.” Also,

reaeonableness of the program in terms of the state's potential to be able

e LI

to carry the burden of cost is a factor considered.

Co puterized inventory systems may contribute in an important way to

curre7t and future financing of schools.

P <

-

- Dr. Arnold Payne
54 .
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